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A p p l i c a t i o n  f o r  D C I A l T H C I T  01 A l C l I V l l l  b 111)TORI OF 

CEOR61A RECORDS D I S P O S I T I O N  STANDARD uCO~DO uI~omI1T DIvInion 

Sergeant Portwood 
.. 959 E. Confederate Ave., S.E. -=- 

Atlanta, Georgia 30301 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
' RECORD WILL CONTINUE 'TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Car Report Files 
---. ___I___ __-_ ___- ----- 
''What is the function of the office in which this record series is created? 

The Staff Services Division is responsible for personnel administration including recruitment 
and disengagement of personnel and maintenance of personnel records. The division is further 
responsible for accounting for funds, receiving and disbursing funds and budgeting for funds. 
The division is further responsible for the pracurement of supplies and equipment, their 
issuance and maintenance. ' The division is further responsible for planning and providing 
support to these operations including- pkokuduFee WrTting ," formŝ 'de$ign, irecords mknagement 
and reproduction services. 

x 

_I_ -- - 
1. This file contains the following documents' (include form numbers and titles, if W, 

and file arrangement ) . 
Docmitents relating to accounting for funds hxpended in operation of vehicles to determine if 
vehicle is ready for sale and to determine order of vehicles for the next year. 
Consists of car report (EDP-04) 
File arranged by vehicle number. 
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1 4 .  Is the re  a dupl ica t ion  o'f t h i s  series i n  another of f ice  o r  agency? 4 ' b1 [ I  Post has copy. . 

[ X I  5 1  %P Pr in t -  15. Is the information contained i n  t h i s  series ever  s b a r i z e d  o r  pub l i sh  

7 -1- . k 1 e.r ' % Off i c  16. Does t h e  series contain classified..informati_op~.Sequ~ring security.%anudilng.- ..~.., 

i 

.. . ~ rduf Tr 'as Attach copy of sumnary o r  publ ica t ion .  . .  
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21. Does t h e  record series contain documentation proauced~ as EDP p r in tou t?  k l  [ 1 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s -  and-procedmes? 

18. Could the funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 
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1 9 .  Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes ,  why? 

20. Does t h e  record se r i eq"p rov ide  da ta  as input  t o  a q E D P  f i l e ?  
. .  . 
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22. Has the  Federal  Government i s sued  in s t ruc t ions  governing the  retent ion/dispo-  . br ] [ 3 
- - .' . -  .~.. s i t i o n ,  of . ~ . .  t b e s e ~  fi les? . . - . .T .. .. - .. . . .  

- 
~ 7 :  ~. _. , .. _ -  .%_ . ~> , ~ >  ~ .~ .. . . . .  ..- .. ., .. . , 

. -23'. W i l l   there: .--_I__ be a .need f o r  t hese  -   records ~ 

24. REQUiREkNTS:  The following requires  the . f i l e s ' t o  b e ' k e p t  

10, 15, years  from:.now? Ifi-ye.s., what? - 

3 . - - -  years:  .. 

c I 1  ~ - [ x l  
. . .  . . . ~ I  . 
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. - ~ -  . . .~ , ;  - ~ ~ - '  - I . . .  Federal funds , a re  used t o  buy a por t ion  o f ~ ~ v e h i c l e s . ~ .  ..n ~ - - . ~ ~  
a .  [ ]STATE b. ISTATITTE OF c .  []AUDIT d .  [qFEDERAL e .  []ADMINISTRATIVE f .  [ IHISTORTCAL 

LAW LIMITATION PERIOD L A W  DE C IS I ON VALUE 
( C i t e  Law, S t a t u t e ,  or o ther  reason for the  r e t e n t i o n  requirement) 

(Ci ta t ion :  Attachment "C" of Ci rcu lar  A-102 i ssued  10-19-71, by Executive Off ice  of the  
-- -~-~_ Pres ident ,  ~- Off ice  - of Mana&ement and Budget).. __ 

25. AGENCY RECOMFIENDATIONS. This  agency recommends t h a t  t he  f i l e  series be cu t  o f f  at the end 
of each - [ ]CALENDAR YEAR - [XIFISCAL YE,AR - [ ]OTHER - , then : 

[ ] Hold i n  t he  cur ren t  f i l e s  area-month(s)/ y e a r ( s ) :  

[ ] Transfer  t o  State ~Arch ives - fo r  'permanent r e t en t ion .  ". -. 
- . [ . . I  -Transfer t o  [ 1 S t a t e  -Records Center-[  -1 Local Holding-Area,; ho ld .  .. - y e a r ( s ) :  - 

. .- .._ [ 3 Destroy. ~~-~ ~, ..- - - .  - . ,~ 7 -  ?,--..- ,,::. c 2 - , ~ ^ . i . "  . -  - .  . . . -  .~ - .  
i 1  _._. . .  . . . ' 

: .~ 
- .  .. . [ ] Destroy immediately after cut-off.  

x] Other: (Specify) See  a t tached  sheet .  

( I n d i c a t  briefly r a t i o n  1 for re cmnendat i ah ' 2  

. ^ .  . 

addi Conal r 7arksI : 



P l a n n i n g  O f f i c e  C+y:. C u t  o f f  e n d  o f  e a c h  f i s c a l  y e a r ;  
t o  S t a t e  R e c o r d s  C e n t e r ,  h o l d  3 y e a r s ;  t h e n  d e s t r o y .  R e c o r d s ! , ' i n ' v o l v e d  
i n  a n y  u n r e s o l v e d  c l a i m  o r  a u d i t  q u e s t i o n  w i l l  b e  f u y t h e r ' r e t a i n e d  
u n t i l  r e s o l v e d .  1 

t h e n  t r a n s ' f e r  

ment Serv ices  Sect ion 

S t a t e  P a t r o l  P o s t  Copy: Ho ld  i n  c u r r e n t  f i l e s  a r e a  3 m o n t h s ;  t h e n  
d e s t r o y .  

Compute r  P r i n t o u t : t t C u t  o f f  e a c h  f i s c a l  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  
a r e a  1 y e a r  o r  u n t i l  s t a t e  a u d i t  i s  c o m p l e t e d ,  w h i c h e v e r  is l a t e r ;  
t h e n  d e s t r o y .  

_-  - - _ ~  

(p) concur ( ) nonconcur 


